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Position Description

Position Title:

Regional Program Manager (RPM)

 
Location:


Assigned Regional Location
Reports To:

HQ Senior Management
______________________________________

Position Summary:

The Regional Program Manager implements and coordinates the TSTT program in their assigned area by coordinating recruitment and selection of prospective students; providing essential support for students once enrolled in program; acting as liaison between school districts, students, participating colleges/universities, and the TSTT headquarters’ function.

Essential Functions:
1. Student and Program Responsibilities:

· Work with school district and college administrators and TSTT mentors to recruit and select TSTT program participants.
· Establish Regional Advisory Council ensuring that regular meetings are conducted and documented.

· Assist in identifying school districts and colleges/universities to participate in TSTT program. Set and document annual goals to convert prospects into program participants.

· Provide appropriate training and support to teacher mentors, counselors, and student participants to ensure the students’ TSTT experiences are successful.

· Develop, manage, and implement the required program teacher preparation training as identified in the 8-year research based TSTT syllabus.
· Assist with hiring, training all regional staff
· Act as the regional program manager as  required. 
· Implement the Performance Planning and evaluation for direct reports timely. al
· Ensure that the overall TSTT Program is managed and implemented with a high degree of customer satisfaction.
2. Leadership/Management Responsibilities:

· Be the recognized regional leader of the TSTT program when operating with school districts, students, colleges & universities, corporations/foundations, and community organizations at large.

· Assist management in marketing the program and securing funding to sustain the program. Such activities include conducting site visits, preparing programmatic information for grants and proposals, attending special events and client meetings and presenting program information.
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3. Administrative duties:

· Maintain tracking and data collection systems for tracking student progress and other essential program elements. Maintain accurate records of student attendance and completion for all required TSTT activities.

· Manage and implement communication support programs to include an interactive website, quarterly newsletter, press releases, and school newsletters.

· Provide programmatic reports to TSTT senior management team as required.

· Understand the organization’s compliance with city, state, and federal laws.

· Understand the source and administration of grants for your assigned area.

· Oversee and audit the office’s physical assets if your area possesses TSTT-owned furniture and fixtures

· Other duties as assigned

Minimum Qualifications:

1. Education & Knowledge:  Bachelor’s Degree required; Master’s Degree Preferred
.
Knowledge of public education and higher education with experience in administrative and program management, as well as a working knowledge of the personal computer and related software programs, specifically Microsoft Office Suite.

2. Work Experience:

Minimum five years’ experience working with youth in an educational environment.  Non-profit or corporate experience a plus. 
3. Skills/Aptitudes/Abilities:

Ability to build positive relationships with stakeholders at all levels. Other key skill areas are strong project management and customer service skills, leadership, planning and organization, decision making and excellent oral/written communication.
4. Work Location:

· Office of assigned region.

· Transportation required to service customers satisfactorily 

· Travel to meetings and conferences as required.
TSTT(  “Strengthening Classrooms and Communities through Mentorship and Scholarship”(

